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Actual Arrivals 
This report lists guests who have checked in today.  Guests may be included based on a specific 
special service code, group code, company identification number, or wholesaler code.  The 
information includes assigned room numbers, room types, status, guest names, arrival times, 
departure date and other valid data. 
 
Process Code: actarvl 
 

 
 
Prompts available for this report: 
? ? Report Option  
? ? Group Code 
? ? Company ID 
? ? Wholesaler 
? ? Include Tour  
? ? Special Service 
? ? Sort Order 
? ? Page Break on Guest Type 
? ? Day Use Total 
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Actual Departures 
This report lists all guests who have checked out regardless of whether they have a balance.  It 
is used to assist agents in locating and settling after departure charges.  This report can be run 
for specific agent identification, departure date, group, wholesaler, or company. 
 
Process Code: actdept 
 

 
 
Prompts available for this report: 
? ? Hotel  
? ? Agent ID   
? ? Accom Class 
? ? Departure Date 
? ? Group         
? ? Company         
? ? Wholesaler Code 
? ? Inc Tour Code            
? ? Tour Code     
? ? Sort Order 
? ? Guest Flag 
? ? Day Use Only 
? ? Summary 
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Blocked Room Chart 
This report lists all rooms, which are pre-allocated for a specific date or date range. 
 
Process Code: brchart 
 

 
 
Prompts available for this report: 
? ? Report Option (Guest Rooms or Suite Rooms) 
? ? Start Date 
? ? End Date  
? ? Start Room 
? ? End Room 
? ? Accom Code 
? ? Include Guest Number 
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Blocked Room Conflict 
This report displays a list of blocked room discrepancies.  This report is used by the agents to 
verify the pre-blocked rooms.   
 
Process ode: brexcept  

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Floor   
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Cancellations 
This report lists all cancelled reservations for a date or date range.   
 
Process Code: rescxl 
 

 
 
Prompts available for this report: 
? ? Date Based on Arrival or Cancelled? 
? ? Start Date 
? ? End Date  
? ? Agent ID  
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Sort Order  
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Check In/Out Statistics 
This report prints two parts.  The first Part shows a 24-hour clock listing the number of arrivals 
and departures during a specific time period.  The second part lists each agent and the number 
of arrivals and departures each agent handled. 
 
Process Code: cistats 

 
 
Prompts available for this report: 
? ? None  
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Club Data 
This report displays specific guest data that applies to club programs set up by the hotel for 
reference and tracking purposes 
 
Process Code: clubdata 
 

 
 
Prompts available for this report: 
? ? Report Option (in-house, departures, expected arrivals, and all guests) 
? ? Start Date 
? ? End Date 
? ? Include All Clubs 
? ? Include Cancelled/Wait List? 
? ? Club Type 
? ? Sort Order 
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Club Data Revenue 
This report displays the revenue generated by the hotel’s club programs.  The revenue is 
reported only after the guest has checked out 
 
Process Code: clbdata 
 

 
 
Prompts available for this report: 
? ? Club Type   
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Comment List 
This report displays notes entered in the Comments field in individual and group reservations.   
 
Process Code: comments 
 

 
 
Prompts available for this report: 
? ? Include all comments?   
? ? Comment Type 
? ? Include all groups? 
? ? Group Code 
? ? Include Cancellations? 
? ? Wholesaler Code 
? ? Page break? 
? ? Include Tour Code 
? ? Sort Order 
? ? Report Type 
? ? Start Date 
? ? End Date 
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Depart/Arrive/Stayover 
This report displays the number of guests arriving, departing and staying over during a specific 
date range.  This report can be used to track the hotel’s occupancy and determine the staff 
requirements on a given day. 
 
Process Code: dasrpt 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Accom Class 
? ? Include Out of Order Rooms? 
? ? Include Off Market Rooms? 
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Deposit Box Report 
This report displays deposit box assignments including deposit box numbers, location, statuses, 
agent identification and guest name. 
 
Process Code: dboxrpt 
 

 
 
Prompts available for this report: 
? ? Report Option 
? ? Include Checked Out Guests 
? ? Sort Order 
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Discrepant Rooms 
This report lists the discrepant rooms between housekeeping and the front desk.  If rooms are on 
this report they need to be investigated, since they cause problems with the night audit and room 
revenue generation. 
 
Process Code: rmdisrpt 
 

 
 
Prompts available for this report: 
? ? Include guest’s  information 
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Expected Arrivals 
This report lists all guests scheduled to arrive on the reported date.  Information includes the 
room numbers, accommodations, guest names and titles.  This report can be used to pre-assign 
rooms by using the special service codes. 
 
Process Code: exparvl 
 

 
 
Prompts available for this report: 
? ? Start Date       
? ? Guest Status   
? ? Report Type 
? ? Group Code    
? ? Company 
? ? Wholesaler 
? ? Include Tour Code 
? ? Special Service 
? ? End Date 
? ? Accom Class 
? ? Remarks 
? ? Comments 
? ? Comment Type 
? ? Page Break on Guest Type 
? ? Rate/Status 
? ? Sort Order 
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Expected Departures 
This report lists all guests who are due to checkout on a specific day.  Information includes room 
numbers, guests’ name and title, departure times, number of guests, and rate schedules.  It 
assists agents in following up on guests due to depart. 
 
Process Code: expdept 

 
 
 
Prompts available for this report: 
? ? Start Date 
? ? Report Option 
? ? Group Code 
? ? Company ID 
? ? Wholesaler 
? ? Include Tour Code 
? ? Tour Code 
? ? Special Service 
? ? End Date 
? ? Page Break On Guest Type 
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Forecast 
This report lists estimated number of rooms and percentages to be utilized for a specific date of 
date range. 
 
Process Code: forecast 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Accom Class Code 
? ? Include Out of Order? 
? ? Include Off Market? 
? ? Include Groups? 
? ? Include Tentative Groups?   
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Guest Birthday List 
This report displays the guests’ birthdays for a specific date or date range.  This information is 
retrieved from the Passport window of the reservations. 
 
Process Code: birthday 

 
Prompts available for this report: 
? ? Start Birth Date 
? ? End Birth Date   
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Guest Charge Cards 
This process allows the property to print guest charge cards (coupons) to be used during the 
guest’s stay to charge meals to a folio or a group master.  It requires the use of pre-printed forms 
 
Process Code: chgcard 
 
Prompts available for this report: 
? ? Printer 
? ? Arrival Date 
? ? Alignment   
 
Key Envelope  
This report prints registration envelopes for group delegates.  It requires the use of pre-printed 
forms. 
 
Process Code: keyenv 
 
Prompts available for this report: 
? ? Arrival Date  
? ? Guest Number 
? ? Guest Type 
? ? Group Code 
? ? Commercial Firm ID 
? ? Wholesaler 
? ? Include Tour Code 
? ? Tour Code 
? ? Special Service Code 
? ? Start Letters 
? ? Sort Order 
? ? Alignment  
 
Registration Cards 
This process allows a property to print registration cards in a batch prior to the guests’ arrival.  It 
requires the use of pre-printed forms. 
 
Process Code: regcard 
 
Prompts available for this report: 
? ? Printer  
? ? Arrival Date 
? ? Guest Number 
? ? Report Type 
? ? Group Code 
? ? Wholesaler 
? ? Include Tour Code? 
? ? Tour Code 
? ? Group By Guest Type? 
? ? Unprinted Card Only? 
? ? Alignment? 
House Count 
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This report lists room commitments for the beginning of the day as reported by the night audit.  
These numbers do not change until the night audit is run again.  The current column is updated 
throughout the day.   
 
Process code: reghscnt 
 
 

 
Prompts available for this report: 
? ? Accommodation class 
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In-House Guest List 
This reports displays information about registered guests, group folios, and non-guest folios 
depending on the selected settings.  PBX operators can also use it as a reference. 
 
Process Code: resguest 

 
 
Prompts available for this report: 
? ? Report Option 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code 
? ? Tour Code 
? ? Page Break On Guest Type 
? ? Special Service 
? ? Include Remarks 
? ? Sort Order 
? ? Print SPG Promo Code Y/N 
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Missing Address 
This report lists all registered guests whose address is missing or incomplete.  This is used by 
agents to verify all information is complete before the guests are transferred to guest history. 
 
Process Code: missadr 

 
Prompts available for this report: 
? ? Include Registered Guests Only?  
? ? Start Date 
? ? End Date 
? ? Exclude Guests with Group Code? 
? ? Exclude Guests with T/A? 
? ? Sort Order   
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No Posting Allowed 
This report lists all in-house and/or checked out guests who have account restrictions.  Agents 
use this report to avoid posting to these folios. 
 
Process Code: nopost  

 
 
Prompts available for this report: 
? ? Report Option 
? ? Checkout Only 
? ? In House Only 
? ? Group 
? ? Company 
? ? Wholesaler Code 
? ? Include Tour Code 
? ? Tour Code 
? ? Sort Order 
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Pending Rooms 
This report displays registered guests with a room status of pending.  Then pending status is 
used when a guest has registered into the hotel, but a room number has not been assigned.  The 
agents use this report as a reminder to register the rooms as soon as they become available.  
This is also used before night audit to ensure proper room revenue is generated. 
 
Process Code: pendrom 
 

 
Prompts available for this report: 
? ? Report Option (all guests, group delegates, and wholesaler delegates) 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code 
? ? Sort Order   
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Rate Schedules 
This report lists the rate schedules attached to all the reservations and registered guests.  This 
report is used to track the different rate schedules affecting the average rate. 
 
Process Code: raterpt 

 
Prompts available for this report: 
? ? Detail or Summary? 
? ? Full or Room Rate? 
? ? Date Option 
? ? Start Date 
? ? End Date 
? ? Include All Rate Schedules? 
? ? Include All Guests? 
? ? Sort Order 
? ? Rate Sched 
? ? Guest Flag 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Guest Type  
? ? Company ID 
? ? Special Service 
 
 



Registration Reports  
 

 
Galaxy Hotel Systems, LLC 
Training & Installations  Page 25 of 34 
   
 

  
Room Analysis 
This report lists all room types along with their status.   
 
Process Code: rmtypean 

 
Prompts available for this report: 
? ? None   
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Room Posting Audit 
This report lists rooms in numerical order with the corresponding rates that will be posted to each 
room during night audit.  Agents use this report to verify on in-house guests. 
 
Process Code: postaudt  
 

 
 
 
Prompts available for this report: 
? ? Include All Guests 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code 
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Room & Rate Change 
This report lists the in-house or arriving guests whose rates have been manually adjusted or 
have moved from one room to another.  It can be used as a monitoring device for housekeeping. 
 
Process Code: romrcmv 
 

 
 
Prompts available for this report: 
? ? Start Date 
? ? Report Type 
? ? Sort Order 
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Room Status Report 
This report provides a quick view of the statuses of the requested rooms.  This report can be 
used by the front desk as a backup for manual check-in procedures. Reservations may used this 
report to pre-block rooms. 
 
Process Code: rmstat 

 
Prompts available for this report: 
? ? Include All Rooms? 
? ? Starting Room 
? ? Ending Room 
? ? Wing Code 
? ? Room Option 
? ? Accom Code 
? ? Floor 
? ? Include All Status: 
? ? Hskp Status 
? ? Sort Order 
? ? On Floor Per Page?   
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Rooms/Suite Blocking 
This report lists all rooms, which are pre-blocked for either current arrivals or future reservations. 
 
Process Code: rmblock 

 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Include Registered Guests? 
? ? Include All Rooms? 
? ? Room Type 
? ? Accom Code 
? ? Floor 
? ? Special Service 
? ? Sort Order   
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Source of Business 
This report lists the source code for all the registered guests. 
 
Process Code: srcerpt 

 
Prompts available for this report: 
? ? Detail or Summary 
? ? Date Option 
? ? Start Date 
? ? End Date 
? ? Include All Source Code   
? ? Source Code 
? ? Include Groups 
? ? Sort Order 
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Special Services 
This report lists guests who have requested a special service.  Housekeeping may use it to 
accommodate guests. 
 
Process Code: spserrpt 

 
Prompts available for this report: 
? ? Include All Comments 
? ? Comment Code 
? ? Include All Special Services 
? ? Service Code 
? ? Groups Only 
? ? Groups Code 
? ? Wholesalers Only 
? ? Wholesalers Code 
? ? Include Tour Code 
? ? Tour Code 
? ? Sort Order 
? ? Report Type 
? ? Start Date 
? ? End Date 
? ? Day Use Only 
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Tour & Convention Report 
This report lists all registered Tour and Conventions along with the respective room revenue. 
 
Process Code: tourcon 

 
Prompts available for this report: 
? ? Report Type 
? ? Group Code 
? ? Arrival 
? ? Group Name 
? ? Wholesaler 
? ? Tour Code 
? ? Accom Class 
? ? Sort Order   
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Unexpected Checkouts 
This report lists all guest who checked out before the expected departure date. 
 
Process Code: unexpco 
 

 
Prompts available for this report: 
? ? Agent ID   
? ? Group Code 
? ? Company ID 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Sort Order 
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VIP Report 
This report lists information on VIP rooms such as room numbers, types, and statuses 
 
Process Code: viprm 
 

 
Prompts available for this report: 
? ? Include All Comments 
? ? Comment Code 
? ? Include All VIP Codes 
? ? VIP Code 
? ? Sort Order 
? ? Report Type 
? ? Start Date  
? ? End Date 
 
 


